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1.0 — Background Information 
This manual provides basic information for individuals or entities seeking to 
complete the online application to become a Supplemental Educational Ser-
vices (SES) Provider.   

 

Supplemental Educational Services (SES) are a component of the Elementary 
and Secondary Education Act (ESEA), as amended by the No Child Left Be-
hind Act of 2001 (NCLB). Per ESEA/NCLB, Title I schools that do not make 
Adequate Yearly Progress (AYP) for three or more years are required to offer 
free tutoring (SES) to eligible students.  

 

WHEN CAN SES TAKE PLACE? 

 

Per legislation, instruction must take place outside the regular school day.  
SES may be provided before school, after school, or on the weekends.  No 
SES related services may take place during regular school hours. 

 

 

WHO IS ELIGIBLE FOR SES? 

 

Students who are eligible for SES meet two criteria: 

1. They are eligible for free or reduced lunch, and 
They attend identified Title I schools that have failed to make AYP for three or 
more years (Phase 2 or greater). 
 

Students at non-Title I schools are not eligible for SES, nor are students that 
aren’t eligible for free or reduced lunch. 

 

 

WHEN CAN SES TAKE PLACE? 

 

Per legislation, instruction must take place outside the regular school day.  
SES may be provided before school, after school, or on the weekends.  No 
SES related services may take place during regular school hours. 
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1.0 — Background Information 
WHO IS ELIGIBLE FOR SES? 

 

Students who are eligible for SES meet two criteria: 

1. They are eligible for free or reduced lunch, and 
They attend identified Title I schools that have failed to make AYP for three or 
more years (Phase 2 or greater). 
 

Students at non-Title I schools are not eligible for SES, nor are students that 
aren’t eligible for free or reduced lunch. 

 

HOW MANY CHILDREN ARE ELIGIBLE FOR SES IN MICHIGAN AND 
HOW MANY HAVE BEEN SERVED IN THE PAST? 

SES eligibility will not be determined at the school district level until the 
October 31 free and reduced lunch counts for the 2011-12 school year are fi-
nalized. 

 

The five year trend data for SES in Michigan is presented below.  Please note 
that the 2010-11 data is not complete at the time of this writing.  MDE will 
not have the final numbers until late fall 2011. 
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1.0 — Background Information 
More complete information about SES and the requiremets for both MDE ap-
proved SES Provider and for school districts that must offer SES may be 
found on the MDE-SES website at:  www.michigan.gov/mde-ses 

 

See in particular the links on the website as follows: 

 

 
 

 

Current SES Providers Submitting New Ap-
plications due to “Substantial Change” Re-
quests (read carefully) 
 

Recertification of the electronic application for currently approved SES provid-
ers will take place in June 2011. However, some “substantial change” re-
quests require submission of a new SES Provider application by currently ap-
proved SES Providers due to the “substantial changes” requested. 

 

• Changes in application information were requested in writing to the 
Michigan Department of Education (MDE) between February 1st, 
2011, and February 28, 2011.   

 
 



6  

 

1.0 — Background Information 
•  All SES Provider program changes must receive written approval 

from MDE prior to implementation and are determined on a case-by-
case basis.  This includes, but is not limited to, changes in the follow-
ing areas: 

• Tutor Qualifications 

• Curriculum  

• Grade Levels Served 

• Service Session Information (days per week/minutes per ses-
sion/total service hours) 

• Hourly Rate increase or decrease 

• Tutor/Student Ratio 

• Minimum and Maximum Number of Students Per District 

• Service Area (adding or removing districts) 

 

• Many requests are considered “substantial changes” and require sub-
mission of a new SES Provider application.  In general, SES Providers 
may assume that the following requested changes will be considered 
substantial and require submission of a new application: 

• Curriculum  

• Adding Grade Levels Served 

• Online Provision of Services 

• Adding Maximum Number of Students Per District 

• Service Area (adding districts to be served) 

 

• Current SES Providers that have elected to submit a new application 
for review and consideration of “substantial changes” will submit the 
new application during the April window for new applicants.  The new 
application must be submitted using a new Username.  The already 
approved online application must NOT be changed during the April 
new application window.  
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1.0 — Background Information 
• The submitted new application will be reviewed by a team of review-

ers who will consider the application along with other applicants seek-
ing to make other “substantial changes.”  The application will be re-
quired to meet the more rigorous benchmarks, cut scores, and stan-
dards now in effect; however, the application will NOT be included in 
the more competitive group of applications competing for the limited 
new SES Provider slots.   

 

• The new application may require additional information about the 
program and all areas of the application must be completed.   

 

• Already approved change requests should be incorporated into the 
new application, e.g. approved per hour rate increase or decrease, 
change in tutor qualifications, approval of the addition of a place of 
service, etc. 

 

• If the new application is approved, the changes will go into effect for 
the 2011-12 school year.  Only the changes requested in the Febru-
ary 2011 change request, as well as any MDE approved changes may 
be included in the application; other changes will not be considered 
as part of this application process. 

 

• If the new application is not approved, the SES Provider may con-
tinue to operate under the terms of the currently approved program 
and may continue to serve students as approved for the 2010-11 
school year.  

 

• If the new application with “substantial changes” is approved, this 
new application will replace the old application.  

 

NOTE: All MDE approved SES Providers must re-certify their last approved 
online applications in June, and make any MDE approved changes for the 
2011-12 school year, even if the already approved SES provider has submit-
ted a new application. (This is because the approval status of new applica-
tions with “substantial changes” may not be known until July 1 or later, after 
the re-certification window has closed.)     



Approved 
Providers

Recertification 
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Requesting 
Substantial 
Changes

New Applicants Create Username Submit Application Application Review

Updated 
Approved 
Providers

Create New 
Username Submit Application Application Review Approved/

Disaproved

Approved/
Disaproved

Use Approved 
Username

END

Completed 
Recertification

APRIL MAY - JUNE

NO

YES

Disapproved

Approved

Disapproved

Approved
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2.1 — How to Access the Online System 

2.1.1 — Go to http://www.mde-ses.com 

2.1.2 — Click ‘Register’ 
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2.1 — How to Access the Online System 

2.1.3 — Fill out account information 

2.1.4 — Click ‘Register’ 

Note: Current SES Providers that have elected to submit a new applica-
tion for review and consideration of “substantial changes” will submit the 
new application using a new Username. The already approved online appli-
cation must NOT be changed during the April new application window. 
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2.1 — How to Access the Online System 

2.1.5 — If your registration is successful, you will 
be directed to the following page. Click on the 
link to proceed. 
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2.1 — How to Access the Online System 

2.1.6 — You will be redirected to the application 
main page. This page contains general information 
related to the application process 
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2.1 — How to Access the Online System 

2.1.7 — After reading through the content con-
tained on the main page, scroll to the bottom. 
Click “To proceed to the application, click here”. 

“Go back to Registration Page” 
Will allow you to change your username, 
password and company owner informa-
tion 

“To Proceed to the application, click here” Will allow you to begin the application 

“Save & Exit” Will save the application in it’s current 
state 

“Click here to view your final application” Will show a PDF of the application as it 
currently exists 

BUTTON EXPLANATION 
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3.0 — Completing the Application 
 

NOTE to Current SES Providers:  

Those that have elected to submit a new application for review and 
consideration of “substantial changes” will submit the new application 
during the April window for new applicants.  The new application must 
be submitted using a new Username.  The already approved online 
application must NOT be changed during the April new application win-
dow.  

 

Note to ALL Applicants about Online (distance learning): 

MDE believes that the provision of online (distance learning) SES ser-
vices is such a distinct program and approach to teaching and learning 
that the entity proposing to operate using online (distance learning) 
must make application as a separate entity and must not be combined 
with another site-based place of service.   

• “Online” is considered distance learning and is not a 
site-based location.   

• “Via Technology” is site-based and students and 
tutors must be present at an approvable location. 
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3.1 — Section A 
3.1.1 — Read through the basic information sec-
tion. Take note of the running timer. The appli-
cation will time out after 1 hour. Scroll down to 
proceed to question 1. 
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3.1 — Section A 
3.1.2 — Enter your Federal EIN, Tax ID or Social 
Security Number 

Federal EIN 
(also known as Federal Employer Identifica-
tion Number or (FEIN)) is the corporate 
equivalent to a Social Security Number, al-
though it is issued to anyone, including indi-
viduals, who have to pay withholding taxes on 
employees. 

Tax ID 

a United States tax processing number issued 
by the Internal Revenue Service. It is a nine-
digit number that begins with the number 9 
and has a 7 or 8 in the fourth digit, i.e. 9xx-
7x-xxxx or 9xx-8x-xxxx. The IRS issues 
ITINs to individuals who are required to have 
a taxpayer identification number but who do 
not have, and are not eligible to obtain, a So-
cial Security Number. 

Social Security Number 
a nine-digit number issued to U.S. citizens, 
permanent residents, and temporary (working) 
residents under section 205(c)(2) of the So-
cial Security Act, codified as 42 U.S.C. § 405
(c)(2).  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.3 — Enter the legal name of the entity 

Legal Name 

The legally given name of the individ-
ual, for those applying as an individual 
person, or if a corporate entity, the 
name of the corporation as it is regis-
tered with the State of Michigan, 
Department of Energy, Labor and 
Economic Growth (DELEG).  If regis-
tered as a corporate entity in another 
state, provide that name and the 
state where registered, in parenthe-
ses.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.4 — Enter the name of the entity as you would 
like it to appear on the MDE approved SES pro-
vider list. 

How is the ‘Legal Name’ 
different from the name 
that appears on the MDE 
approved SES provider 
list? 

The name of the business as the en-
tity wishes to be identified to the 
public.  This may be a registered 
name.  It may be different than the 
Legal Name of the corporate entity 
or individual identified in the Legal 
Name (3.1.3) 

FURTHER EXPLANATION 



19  

 

3.1 — Section A 
3.1.5 — Select the entity type (select all that ap-
ply). 

For-profit 
select this type if it is registered in 
Michigan or another state as a for-
profit corporation.  

Non-profit 
select this type if it is registered in 
Michigan or another state as a non-
profit corporation.  

Michigan Corporation 
select this type if the entity is a cor-
poration (for-profit or non-profit) 
registered in Michigan  

Corporation organized in an-
other state 

select this type if the entity is organ-
ized as a corporation in a state other 
than Michigan.   

Individual 
select this type if the entity is apply-
ing as an individual and not as a corpo-
rate entity.   

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.6 — Check the category that describes your 
entity. Enter your corporation ID number. 

Business self-identify  

Child Care Center self-identify  

Community-Based Organization self-identify  

Educational Service Agency 
a public school district that may otherwise 
be known as and Intermediate School Dis-
trict (ISD) 

Faith-Based Organization self-identify  

Institution of Higher Education a public state university, community col-
lege, or private college or university. 

School District a public local educational authority (LEA)  

Michigan Corporation ID Number 
Enter the identification number assigned 
by the State of Michigan, DELEG, to the 
registered Michigan organized corporation, 
or the number assigned by another state 
(indicate state in parentheses).  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.7 — Enter the contact information for the en-
tity 

Contact information for the entity 

Enter the name and complete contact 
information for the person that is the 
principal contact that MDE, school 
districts and others will use to com-
municate with the provider.  MDE will 
only respond to correspondence sent 
from the main contact person identi-
fied here, and the Local Contact Per-
son identified in 3.1.8.  MDE will 
only accept approved provider change 
requests from the person identified 
in 3.1.7 or 3.1.8.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.8 — Enter the contact information for the local 
contact 

How is the contact information for 
the entity different from the local 
contact? 

Enter the name and complete contact 
information for the Local Contact 
person that is the secondary contact 
that MDE, school districts and others 
may use to communicate with the pro-
vider.  MDE will only respond to cor-
respondence sent from the main con-
tact person identified in 3.1.7, and 
the Local Contact Person identified 
here.  MDE will only accept approved 
provider change requests from the 
person identified in 3.1.7 or 3.1.8.     

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.9 — Enter information related to SES history 
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3.1 — Section A 
3.1.1.0 — Select service area(s) 

Select the desired Service area(s) using the checkbox if Statewide ap-
proval is requested.  Statewide approved SES Providers may provide SES 
services in any school district in Michigan that is required to offer SES 
services.  Clicking on a specific ISD will enter all districts located within 
the ISD in the box labeled: Name(s) of  District(s).  Applicants may then 
select all school districts located within the selected ISD, or select spe-
cific districts within the ISD by clicking to insert them in the box to the 
far right.  Districts may be selected from multiple ISDs.    

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.1 — Complete conflict of interest disclosure 

Check Yes, if the applicant or any member of the applicant entity is em-
ployed by a public school district, including a public school academy.  Dis-
closure of a potential conflict of interest because of dual employment by 
any school district and the applicant, or the applicant organization, should 
be made.  Persons employed in a decision-making capacity by a school dis-
trict may not be employed or contracted staff of a MDE approved SES 
Provider. 

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.2 — Identify place(s) of service 

Place of Service:  MDE believes that the provision of online 
(distance learning) SES services is such a distinct program and ap-
proach to teaching and learning that the entity proposing to operate us-
ing online (distance learning) must make application as a separate 
entity and must not be combined with another site-based place of ser-
vice.  If the proposed application is NOT online (distance learning), 
but site-based, check all places where the applicant would choose to 
serve students.   Applicants must ensure that all sites where students 
may be served meet local and state fire marshal, safety, building and 
construction codes required to occupy that site and space.  “Online” is 
considered distance learning and is not a site based location.  “Via Tech-
nology” is site-based and students and tutors must be present at an ap-
provable location. 

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.3 — Identify transportation services to be 
provided. 

Check Yes, if applicant seeks to be approved to provide transportation to 
students.  Provision of transportation may not occur unless approved in the 
application by MDE.  Provider may choose “At select sites only,” if trans-
portation services will only be offered to and from some selected sites. 

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.4 — Identify subject area(s) to be provided. 

Applicant will choose all subjects that it seeks to provide.  Detailed infor-
mation about curriculum and instructional program will be entered in text 
boxes in Section B, Criteria 3 and 4 of the application.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.5 — Identify grade level(s) to be serviced. 

Check each grade level requested to be served.  All Subject Areas checked 
in 3.1.14 must be offered to all grade levels requested and approved.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.6 — Identify minimum number of students per 
district. 

Indicate in the box the minimum number of students the applicant will re-
quire in order to provide services in a selected approved school district.  
NOTE:  If the minimum number of students indicated in the application se-
lect the provider, then the provider MUST provide services in that dis-
trict.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.7 — Identify maximum number of students 
per district. 

Indicate in the box the maximum number of students the applicant re-
quests to serve in each selected approved school district.  Before selecting 
and entering a number, the applicant should consider this number as a 
critical variable of their overall business plan.  If approved, this number 
may NOT be changed in the current school year.  In most cases, increasing 
this number in future years is a “substantial change” to the application and 
program, and will require submission of a new application.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.1.8 — Identify special populations to be served. 
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3.1 — Section A 
3.1.1.9 — Indicate session information. 

Enter the days, minutes and hours requested.  Careful thought and planning 
must be given to these items.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.2.0 — Indicate the hourly rate, etc. 

Careful consideration needs to be given to these items, which are crucial 
to the overall business plan.  If approved, this hourly rate may NOT be 
changed in the current school year.  In some cases, increasing the hourly 
rate in future years is a “substantial change” to the application and pro-
gram, and will require submission of a new application.  

FURTHER EXPLANATION 
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3.1 — Section A 
3.1.2.1 — Indicate student/tutor ratio. 

The ratios entered here have significant implications for delivery of ser-
vices and must be considered as part of the overall business plan.  If ap-
proved,  SES providers are required to meet the tutor/student ratios 
identified and approved in the application. 

FURTHER EXPLANATION 



36  

 

3.1 — Section A 
3.1.2.2 — Summarize the program. 
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3.1 — Section A 
3.1.2.3 — Click ‘Save & Move to Section B’. 
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3.2 — Section B 
3.2.1 — Complete Criterion 1, by preparing and pro-
viding required documents for upload in Section E 
of the application. 

3.2.2 — Complete Criterion 3 in the narrative box 
provided. 

3.2.3 — Complete Criterion 4 in the narrative box 
provided. 

3.2.2 — Complete Criterion 2 in the narrative box 
provided. 
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3.2 — Section B 
3.2.4 — Complete Criterion 5 in the narrative box 
provided. 

3.2.5 — Complete Criterion 6 in the narrative box 
provided. 

3.2.6 — Complete Criterion 7 in the narrative box 
provided. 
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3.2 — Section B 
3.2.7 — Read Criterion 8. The narrative provided in 
criteria 1-7 will be used to demonstrate fluency 
and mechanics and as a basis for scoring crite-
rion 8. 

3.2.8 — Read Criterion 9. Information about meet-
ing this criterion will be obtained from section A, 
numbers 13 (3.1.1.4) and 14 (3.1.1.5).  
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3.2 — Section B 
3.2.9 — Click ‘Save & Move to Section C’ 
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3.3 — Section C 
3.3.1 — Read through Section C: Assurances 

3.3.2 — Click ‘Save & Move to Section D’ 
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3.4 — Section D  
3.4.1 — Read through Section D: SES Provider 
Code of Ethics 

3.4.2 — Click ‘Save & Move to Section E’ 
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3.5 — Uploading Attachments  
3.5.1 — Upload pertinent files. 

The number of pages of uploaded documents should be limited to only 
those documents required to document the information.  Section E pro-
vides for upload of documents, including the following: Business Li-
cense, Insurance or Insurance Quote, Cash Flow, Expense Minimum, Ex-
pense Maximum, Evidence of Cash on Hand, Billing and Payment Docu-
ments, Financial Narrative (one page), Tables Graphs & Charts (this is 
optional and is limited to five pages), plus one-page Reference List as 
part of the same document upload with Tables, Graphs & Charts. 

FURTHER EXPLANATION 
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3.5 — Uploading Attachments  
3.5.2 — Click ‘Save & Move Forward’ 
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4.0 — Submitting the Application  

‘Submit MDE-SES Applica-
tion’ 

‘Click here to make any 
changes to you applica-
tion’ 

‘Click here to view your 
final application’ 

This link will redirect you to Sec-
tion A. 

This link will generate an html 
version of the completed applica-
tion. 

Will submit the application 

FURTHER EXPLANATION 
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4.0 — Submitting the Application  

The SES Provider Application does not currently allow for a user to edit 
their application once it is submitted.  There are several warning mes-
sages that editing is not allowed after submission.  This is a function of 
the online application program.  If all required documents are not sub-
mitted as uploads the application will not be reviewed or further consid-
ered.  Documents may only be submitted as an upload to the 
online application and will NOT be accepted by mail, email, fax 
or any other means; documents may NOT be hand-delivered.  

FURTHER EXPLANATION 

4.0.1 — Before submitting, read ‘Further Explanation’ 
below. Click ‘Submit MDE-SES Application’ button 
to submit. 
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4.0 — Submitting the Application  

The SES Provider Application does not currently allow for a user to edit 
their application once it is submitted.  There are several warning mes-
sages that editing is not allowed after submission.  This is a function of 
the online application program.  If all required documents are not sub-
mitted as uploads the application will not be reviewed or further consid-
ered.  Documents may only be submitted as an upload to the 
online application and will NOT be accepted by mail, email, fax 
or any other means; documents may NOT be hand-delivered.  

FURTHER EXPLANATION 

4.0.2 — Read warning. Click ‘OK’ to submit or ‘Cancel’ 
to cancel to action. 
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4.1 — How do I know I’ve successfully submitted?  

After successfully submitting the application, you will be directed to a 
page similar to the one below. You are advised to print this page.  
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4.2 — How do I obtain a copy of my submitted application?  

Click ‘Click here to view your final application’, to view a copy of your submit-
ted application. 
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5.0 — The Application Review Process  
The Michigan Department of Education (MDE) conducts an annual applica-
tion review and approval process for new SES providers.   Volunteer review-
ers from the education community review the online applications submitted 
by applicants seeking to become MDE approved SES Providers.  Teams of 
two or more reviewers per application are convened by MDE during a two-
day long review process each May.   The SES Provider Application Rubric 
documents used in the scoring process are publicly noticed and posted to 
the MDE-SES website along with the SES Provider application.   Application 
Review Teams make recommendations regarding approval of the applica-
tions reviewed to the MDE Office of Education Innovation & Improvement.   

 

Applications submitted by new applicants seeking to become new MDE ap-
proved SES Providers, and applications submitted by currently approved 
SES Providers seeking to make “substantial changes” to their program, are 
reviewed using the same review process, the same Rubric, and are reviewed 
at the same time in May as new applicants seeking approval for the first 
time as a SES Provider.     

 

The applications of already approved SES Providers seeking to make 
“substantial changes” are required to meet the more rigorous benchmarks, 
cut scores, and standards now in effect; however, the applications of al-
ready approved providers will NOT be included in the more competitive 
group of applicants competing for the limited number of new SES Provider 
slots (20 in 2011-12).  

 

Final decisions regarding the approval and denial of applications cannot be 
appealed.  
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5.1 — When will I receive notification? 
MDE notification to approved providers occurs 30 to 45 days following com-
pletion of the review process.  Notification to applicants not approved will 
also be provided within the same 30-45 days. Notification to both approved 
an unapproved applicants will be made by email, using the contact informa-
tion (name and email address) provided in Section A, item #6, of the online 
application.  




